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Reports from Scratch Training

|‘ 1: wknappaBZPLB-Wendy.evergreen.lib.in.us u@]

File Edit Search Circulation  Cataloging Admin (-} Help

Tab 1 | 2 Local Administration

You are logged in as wknapp

Iy Folders
Termplates
Repors
Qutput

Shared Folders
Templates
Reporis
Output

If there is not an exsisting template for the report you need, you can create a new template.
This new template can be used to run one-time or recurring reports and can be emailed to
other staff members, just as the exsisting templates can.
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|0 1: wknapp@BZPLB-Wendy.evergreen. lib.in.us [._]E]ﬂ
File Edit Search Circulation Cataloging Admin(-) Help

Tab L | 2 Local Administration

ju are logged in as wknapp

[Create a new sub-folder. Folder tyne: Template

Folders

Ternnlates Folder Marme: Training
b Share this folder: Share
Output
Share with : Brazil Pullic Library
[Shared Folders Evergreen Indiana

Templates Brazil Public Likbrary
Reports Brazil Fublic Libra
Output Brazil Public Library

Rrazil Puhlic | ikbran:

First we must create a new folder in the My Folders->Templates folder.

You'll want to share this folder with your library system. You'll see options to share with all of
Evergreen Indiana or just your branch. Select your library system.

Once you've created your "Training" folder in My Folders—>Templates, you'll create a "Training
folder" in the My Folders—>Reports folder and the My Folders—>Output folder.

|0 1: wknapp@BZPLB-Wendy.evergreen. lib.in.us l._]@]ﬂ

File Edit Search Circulation  Cataloging Admin{-) Help

Tab | | 2 Local Adminiskration

You are logged in 45 wknapp

(Create a new sub-folder. Folder tyne: Report

Folder Narne: Training

Share this folder: Share

Share with Brazil Public Library

hared Folders
Reports
Outaut

|O 1: wknapp@BZPLB-Wendy.evergreen. lib.in.us l__]@]ﬂ

File Edit Search Circulation  Cataloging Admin{-) Help

Tab 1 | 2 Local Administration

fou are logged in as wknapp

[Create a new sub-folder. Folder tvpe: Output

Iy Folders
Termplates

Folder Narne: Training

Share this folder: Share

Share with Brazil Fublic Library

[Shared Folders

Termplates Create Sub Falder
Reparts
Output
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Once you click "Create Sub Folder" each time, you'll get the "Action Succeeded" Message.

The page at http:/fevergreen.lib.in.us says:

&
(LI Ackion Succeeded

Now in the My Folders—>Template Folder we just created, called "Training" we can create a
new template from which we can run reports.

|‘ 1: wknapp@BIPLB-Wendy.evergreen. lib.in.us [;]@]E

File Edit Seatch Circulation Cataloging

Adrin {3 Help

Tab L| 2 Local Administration

You are logged in as wknapp

My Folders Manage Folder Contents Manage Folder ‘
& Templates

1 wenay coweLey

H Training: created by wknapp
-0 Training (HZPLE

Create a new report from selected template [V

Limitoutputto| 10 [V] Create a new Template for this folder l

No items to display

Shared Folders
Ternplates
Repaorts
Output

The Report Template builder demonstrate the flexibility of Evergreen with all the options and
fields we'll populate.

|.- 1 P LB-Wendy. il in. s :;;Y.EJE
Fle Edt Seach Crodstion Catakgig Adkvin () Help
Tabs | | & Loxial Adsmnistration]
Leotes. ] (oontpose )
Dtabse Soarce Drowssr
[ w| || Seurcn Speciier:
Source Nams 2 || Fd e DataType %] ||| Fuskd Toarstorm Oukpn Type -]
Jukd Sebectend ks
Tempiate Corfiguration
Naine: || source spactu ]
Deplayed Frsks | ace Fitees
Cosplay Hame Gata Type Fiekd Transfoem [
[(ter Cosphay Hoader | [ Changs Transform = ([Hoveun | [Meve pown | Remave Selected Fekd
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The first choice you have to make is the source table you'll use to pull the data from.

|9 1: wknapp@BZPLB-Wendy.evergreen.lib.in. us
Eile Edit Search Circulation  Cataloging

Tab 1 |2

Database Source Browser

Sources | || Faur
B o Fiel
Eibliographic Record
IFCulation

Classic Circulation Yiew

Classic Itemn Lisk

Classic Open Transaction Summary
Copy Transit

Hold Request

Hald Transit

ILS User

In House Use

Ikem
Mon-catalaged Circulation £
Mon-cataloged In House Use

Open Circulation Balance by Circulating Library ...
Open Circulation Balance by Owning Library

Open Circulation Balance by User Home Library ...
Open Circulation Biling by Circulating Library an. ..
Open Circulation Billing by Owaning Library

Open Circulation Billing by User Home Library a...
COrverdue Circulation

Payments: Al

Payments: Brick-and-markar

Payments: Desk

Payments: Mon-drawer Skaff [ [

All Awvailable Sources 4 £

Think of the Source as the topic of your template. We'll be creating a report to find all the book
by an author at a library. So we'll select the Bibliographic Record Source. Expand the
Bibliographic Record Source Table to see all the tables that are linked to this table.

|° 1: wknapp@BZPLB-Wendy.evergreen.lib.in.us

Eile Edit Search Circulation  Cataloging

Tab 1 | 2 Local Administration

Database Source Browser

SOurces

Source Mame

|=] Bibliographic Record
+-Call Mumbers
+-Fixed Field Entry
+) Flattened MARC Fields
+) Indexed Authaor Figld Entries
+- Indexed Keyword Field Entries
+ Indexed Series Field Entries
+-Indexed Subject Field Entries

BEIG
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When a table is highlighted in the Source Name box, the fields in that table are displayed in the
Source Specifier section.

|° 1: wknappeBZPLB-Wendy.evergreen. lib.in.us [._]E]

File Edit Search Circulation Cataloging Admin(-)  Help

Tah { | 2 Local Administration

Database Source Erowser
Sources v: Source Specifier: Bibliographic Record :: Call Mumbers
i | Field Marne Data Type | B2 Field Transform Oukput Type )

=| Bibliographic Recard ||| |Bib Record link. ad

Call Mumbers Call Mumber Label bext

+ Fixed Field Entry Call Mumber volume ID id

Create Date/Time timestamp

#Indexed Authar Field Entries i Creating User link.

#Indexed Keyword Field Entries Is Deleted banl |

#Indexed Series Field Entries Last Edit Date/Time timestamnp | |

#-Indexed Subject Field Entries - Add Selected Fields

Each of fields we use will either be a "Displayed field" or a "Filter field." The "Displayed fields"
are in the results of a report. The "Filter fields" are the fields you will use to make the choices
that will determine the data retrived (i.e. a common filter field is Owning Library, so you can
select your library as a filter field, and when the report is run, it will only return results that are
owned by your library).

You'll add fields as either "Displayed fields" or "Filter fields" by selecting the appropriate tab in
the "Templage Configuration" area.

Template Configuration
Mame: Source Specifier s}
Description:
Displayeddields | Base Filters
Displa Data Type Field Transfarm -]
emplate Contiguration
Templ lame:
Marm
e
bplayed Fields | Bass Filters Remove Selected Field
| Filker Field

We want to display the author's name, the title of book, and the call number to display in our
report. We want to filter by owning library, so that only the records owned at our chosen
library will be in the report. And we want to filter by the Author's Name, so we can run this
report by entering any author's name in the Report, and get the output for that author.
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Let's add our "Displayed fields" first. We'll find the Author and Title in the "Simple Records

Extract" Table and the Call Number Label in the "Call Numbers" Table.

BEX]

|“ 1: wknapp@BZPLB-Wendy.evergreen. lib.in.us
File Edit Search Circulation Cataloging Admin(-) Help
Tah 1 | 2 Lacal Administration
Database Source Browser
Sources [v] Source Specifier: Bibliographic Record 1 Simple Record Extracts
Source Mame =) Data Type Field Transform Qukput Type

Indexed Keyword Field Entries
Indexed Series Field Entrizs
Indexed Subject Field Entries
Indexed Title Field Entrizs

Last Editing User

Record Creatar
+I-Simple Record Extracts

II Author {normalized) ket

— text
ISEN text
ISSH bext
Cwerall Record Quality int
Publication Year {normalized) ink

|“ 1: wknapp@BZPLB-Wendy.evergreen. lib.in.

B[]

File Edit Search Circulation  Cataloging

Tah 1 | 2 Local Administration

Admin{-) Help

Database Source Browser

Sources

Source Specifier: | Eibliographic Record : Call Mumbers

Print Page

Source Mame

Call Murnbers

Flattened MARC Fields
Indexed Author Field Entries
Indexed Keyword Field Entries
Indexed Saries Field Entries
Indexed Subject Field Entries

53| [¢]

CaII Tumber Label text

Field Marne Data Type

Create Date/Time timestarmp
Creating User link.
Is Deleted boal

Last Edit Date/Time tirnestar)

Field Transform
Count
Count Distinck

First 5 characters {for...
First contiguous non-s...

First Yalue MNon-Aggregate
Last Yalue Mon-Aggregate
Lower case Mon-Aggregats ["

Cukpuk Type
Aggreqate
Aggregate
Mon-&ggregate

> 43

MNon-Aggregate

Add Selected Fields

When you have selected each field you will click the "Add Selected Fields" button in the lower

right corner of the Source Specifier area.

Do this for each field with the "Displayed Fields" tab highlighted in the Template Configuration

area:

Table: Simple Record Extracts

Field Name: Author (normalized)
Click Add Selected Fields

Table: Simple Record Extracts

Field Name: Title proper (normalized)
Click Add Selected Fields

Table: Call Numbers

Field Name: Call Number Label
Click Add Selected Fields
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|ﬂ 1: wknapp@BZPLB-Wendy.evergreen. lib.in.us

File Edit Search Circulation Cataloging

BEYX]

Admin{-) Help

Tab | 2 Local Administration

Print Page

-~ Database Source Browser

Sources

<

Source Specifier: Bibliographic Record @@ Simple Recard Extracts

Source Mame
-Indexad Keyword Field Entries
-Indexad Seties Field Entries
-Indexed Subject Field Entries
-Indexad Title Field Entries
Last Editing User
NDn-MARC Record Motes
Record Creator
Simple Record Extracts

Field Marne
Publication Year {normalized)
Publisher {normalized)

Title Proper (normalized)

Data Type
ink
bext
id
bext

Fext

Field Transfarm Qukput Type
Count Aggregate

Count Distinck Aggregate

First 5 characters (for... Mon-Aggregate
First contiguous non-s... Mon-Aogregate
Mon-fggregate

First Yalue
slue

F add Selected Fields |

~ Template Caonfiguration

Mame:

Description:

Displayed Fields |Base Filters | Aggregate Filkers

Save

Display Mame

Title Proper {normalized)

Data Type

bexk

Field Transform

Raw Data

Alter Display Header

Move Up ] [Move Down

Remove Selected Field

Source Specifier

Bibliographic Record @ Singiecard Extracts

When all three fields are added your Template Configuration will look like this:

~ Template Configuration

Marme:

Description:

Displayed Fields | EBase Filters | Agaregate Filkers

Save

Display Mame
author {normalized)
Title Proper (normalized)
Call Murnber Label

Daka Tyvpe
ek
ek
ek

Field Transform
R.aw Daka
R.aw Data
Raw Data

a

alter Display Header - Move Up ] [ Mowe Down

Remove Selected Field

Note the Displayed Fields Tab is highlighted.
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Next we'll add Base Filters so when we create the Reports from this template, we can select the
Owning Library from a list of Evergreen Indiana Libraries, and we can enter an author's name in

a text box.

Start by selecting the "Base Filters" tab in the Template Configuration area.

Template Configuration

Marne:
Descripkion:
Displayed FiflHs | Base Filters | aMreqate Filters
Filter Field Fizld Transform

Operatar

[Change Transfaorm = l [Change Operatar = ] [Change walle ] [Remuve valle ]

We'll find the Author's name field in the same table as above:

Table: Simple Record Extracts
Field Name: Author (normalized)
Click Add Selected Field

Save

a

Yalue

Remove Selecked Figlds

The Owning Library field is in the same table with the Call Number Label

Table: Call Numbers
Field Name: Owning Library
Click Add Selected Field

Template Configuration

MName:

Description:

Displayed Fields | Base Fiters | Aggregate Filets

Filker Field Field Transform Operatar
Author {(normalized) Raw Data Equals
Cwening Library Raw Data Equals

Change Transform = ] [Change Operator ~ ] [Change value ] [Remove value

August 2009

Save

a

Yalue

Remove Selected Fields

a3

Source Specifier
Eiblingraphic Record :: Simple Record Extracts
Bibliographic Record :: Call Mumbers
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By leaving the Field Transform as "Raw Data" and the Operator as "Equals" for the Author
Normalized field, we are able to type the author's name into a text box. (Be sure you are
spelling the author's name correctly!)
Because we want to pick the Owning Library from a list of Evergreen Indiana Libraries (by the
short name), we need to change the Operator to "In List." First, Highlight the Owning Library
Field, then click "Change Operator" to get a menu of operators.
+-Simple Record Extracts ~ |
Equals
| ; ontains Matching substring '
T ke Canfigurati
SRS R =R Conkains Matching substring (ignore case)
s Greater than
I
Descripkion: Greater than or equal ko
Less than
Displaved Fields | Base Filter: o o equal ko [
Filker Field ! Operakor Yalue
Authar (normalized) Equals
. . Between
Cwning Library | Equals
Mok bebween
Is MULL
Is nok MULL
Is MULL or Blank,
Is nok MULL or Blank,
Change Transform - ] | Change Cperatar ~ | [Change walue ] [ Remove valus Femaove 5

Select "In list"

Template Configuration

Marne:

Descripkion:

Save |

Displayved Fields | Base Filkers | aggregate Filters

Filter Field Field Transform Cperator Yalue iz}
Authar (normalized) Raw Daka "
Cuwning Library Raw Data

Change Transform = l [ Change Operator = l [ Change value ] [ Remove value Remove Selected Fields
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Now we can save the Template by naming it and giving it a descripton in the Template
Configuration area.

Let's call the report: Books by an Author owned by a library. We want to give a complete
description that also gives information about this template. Let's make the description:

Displays author name, title, and call number for a selected author owned by a selected library.
Information from the Bibliographic Records Source Table.

Then click "Save"

Template Configuration

Marne: Biooks by an Author owned by a library

Description: | pisplays author name, title, and call number For a selecked author owned by a selected library,
Infarmation From the Bibliographic Records Source Table,

Displayed Fields | Base Fiters | aggregate Filters

You will get two confirmations:

[ ]

The page at http:/levergreen.lib.in.us says:

[ Mame : Books by an Author cowned by a library

3 2 Description: Displays author name, title, and call number For a selected author owned by a selected
library. InFarmation from the Bibliographic Records Source Table,
Save Template?

| (] 4 | [ Cancel ]

L |

The page at http:/fevergreen.lib.in.us says:

[ Template Books by an Author owned by a library was successfully saved,

ook ] [ Cancel

Click "OK" to both messages. You'll be back at the Reports Administraion Screen.

‘“ 1: wknapp@BZPLB-Wendy.evergreen.lib.in.us u[ﬂ]ﬁ
file Edt Search Circulation  Cataloging Admin () Help
Tah 1 | 2 Locsl Administration
Go Back. Print Page

You are logged in as wknapp

My Folders
Templates
Repons
Output

[SharedFolders |

Templates

Feports
Output
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Now we will create a report from the Template we just created.

In My Folders, open the Templates Folder and navigate to the Training folder created at the
beginning of this lesson. Select the Template "Book by an Author owned by a library" and
select "Create a new report from selected template," then click "Submit"

“fou are logged in as wknapp

My Folders | Manage Folder Contents | Manage Folder
& [ Templates

Training: created by wknapp

J wiendy (OWPLO)
1) Training (BzPLE

Reports Create a new report from selected template v:
OQutput
Lirmit output reate a new lemplate for this folder
Shared Folders
Templates | name | description | create_time ‘ owner |
Reports Books by an Displays author name, title, and call number for a selected author 2009-08-28

Author owned by a  owned by a selected library. Information from the Bibliographic 1310 wknapp

Qutput library Records Source Table.

This takes you to the screen you'll see when you're creating reports from pre-existing
templates. As a reminder the following are required entries:

=  Report Name
= Choose a folder to store this report definition
= User Defined Fields (in this case the author's name and the Library)
= Choose a folder to store this report's output
For this lesson, fill in following optional fields as:
= Qutput Options: select CSV and HTML only
= Run the report ASAP

In the User Defined Fields, enter the author's name as it would appear in the catalog (i.e. last
name, first name). Capitalization doesn't matter. Be sure to choose the library at the BRANCH

level.

When you have filled in the above information click "Save Report" and you'll get a confirmation

message.

The page at http://evergreen.lib.in.us says:

B,
[ Action Succeeded

|
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Now you can see the results from My Folders=>Output=>Training

12

When the reports appears in the Completed Items, you can view the output in either HTML or

CSV format.

Tab | | 2 Local Administration

Print Page

fou are logged in as wknapp

Iy Folders

Reports
&1 Qutput

=0 Trainin

Shared Folders

Templates

1) \wendy (BzPLE)

Manage Folder Contents ‘ Manage Folder |

Training: created by wknapp

BZFLE

No items to display

Yiew report output

~

Templates
Reports
Dutput Limit outputto 10 Completed kems
Select Al Mone port | run_time |com|)lete_time |runner |enmil |fo|(ler |error_tex‘t | excel_format | html_format | csv_format
Books
hy Nora
Roberts
S EDDQ-.DB-EB EDDQ-.DB-EB T 157 i t t
— 13:27 13:27 whnapp
Brazil
Public
Library
File Edit Search Circulation  Cataloging Admin{-) Help

Tah 1| 2 Local Administration | 3 Report Qutput: Books by Mora Roberts at Brazil Public Library

Tab 1| 2 Local Administration | 3 Report Output: Books by Mora Roberts at Brazil Public Library

Print Pags

Books by Mora Roberts =t Brazil Public Librar

Tabular Outpul C5W Output

Print Page

Author [mormalized | Title Proper [mormalized) Call Hurmber Label -A
roberts, nora a little fate ROBERTE

roberts, nora a little magic ROBERTS

roberts, nora angel's fall ROBERTS

raberts, nora birthright LARGE PRINT ROBERTS
raberts, nora irthri ROBERTS

raberts, nora bladk hills BOOK OM CD ROBERTS
raberts, nora blagk hillz LARGE PRINT ROBERTS
roberts, nora bladk hills ROBERTS

rabers, nora black rose ROBERTS

roberts, nora blood brothers LARGE PRINT ROBERTS
rabers, nora blood brothers ROBERTS

roberts, nora blue dahlia ROBERTS

rhats nara hlia cmnba RARERTS

Then you CRTL+W to close this tab.

Now let's add the ISBN numbers to our "Displayed fields." Editing is done by cloning the
selected template and making changes to that new version, rather than overwriting the
previous version.
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